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I. CONG TAC VAN THU, LUU TRU’

Khai niém:

¢ CONG TAC VAN THU': 1a co6ng tdc nhdm bdo ddm
nguon thong tin van ban, phuc vu hoat dong quan ly,
diéu hanh ctia cac co quan, t6 chirc, doanh nghiép.

¢ CONG TAC LU’U TRU: 1a nhiém vu cta céc co
quan, to chirc, doanh nghiép nham lwa chon, lwu git
va to chirc khoa hoc nhirng van ban, tai liéu co gia tri
dwoc hinh thanh trong qua trinh hoat dong caa cac
co’ quan, t6 chirc, doanh nghiép dé phuc vu nhu cau
tra ciru thong tin qua kh va lam bang chirng xac
minh, doi chiéu khi can thiét.



/

2. Muedich, y nghia ctia viéc t6 chtrc cong tac van thw -
Iwu triv
¢ Giap thu thap, x& ly va cung cap kip thoi, day di nguon
théng tin van ban phuc vu hoat dong quan ly;
¢ GoOp phan nang cao hiéu suat va chat lwgng cong tac ctia
can bo quan ly;
¢ Gop phan bao vé bi mat ctia quoc gia, dia phwong, cor
quan, doanh nghiép;
¢ Gil gin nhitng cdn ctr, bang chirng vé hoat dong ctia co
quan, phuc vu viéc kiém tra, thanh tra, giam sat;
¢ Gitp co quan, td chrc, doanh nghiép trong viéc tong két
lich str, gido duc truyén thong, rut ra nhirng kinh nghiép
trong hoat dong quan ly, san xuat, kinh doanh.



Nhirng quy dinh chung cta Nha nwoérc vé cong tac van thw - lwu
trwe : s et =
O/Ng/hi dinh 110/2004/ND-CP ngay 08.4.2004 ctia chinh pht1 vé cong
tac van thu;

¢ Nghi dinh 09/2010/ND-CP ngay 08.02.2010 ctia Chinh phti stra d06i,
bo sung Nghi dinh 110/2004/ND-CP vé cong tac van thu;

¢ Nghi dinh 58/2001/ND-CP ngay 24 thang 08 nam 2001 vé quan ly va
str dung con dau;

¢ Nghi dinh 31/2009/ND-CP ngay 01.4.2009 ctia Chinh pht stra do6i, bo
sung Nghi dinh 58/2001 vé quan ly va st dung con dau;

¢ Thong tw 01/2011/TT-BNV ngyaf 19.01.2011 hwéng dan vé thé thirc va
k¥ thua trinh bay van ban hanh chinh;

¢ Nghi dinh 111/2004/ND-CP ngay 08.4.2004 ctia Chinh pha vé cong
tac Lwu triv

¢ Thong tw s6 09/2011/TT-BNV ngay 03.6.2011 ctia B Noi vu quy dinh
thoi han bao quan ho so, tai liéu hinh thanh pho bién trong hoat dong
ctia cac co’ quan, to chirc

¢ Cong vdn s6 425/VTLTNN-NVTW ngay 18.7.2005 ctia Cuc Vdn thw -
Lwu trir Nha nwée v/v hwong dan quan ly van ban di, van ban dén va
lap ho so trong moi tredrng mang.



an cta viéc to-chirc cong tacvan thw _lwu triv
—e NOoOi dung t6 chirc cong tac van thw

¢T6 chirc quan ly cong tac van thw

¢ T6 chwrc nghiép vu co ban ctia cong tac van thw
T6 quan ly cong tac van thw

¢T6 chirc bo phan van thw chuyén trach;

¢T6 chirc tuyén dung can bo va dao tao, boi dwéng chuyén
mon, nghiép vu vé cong tac van thw;

¢ Ban hanh cdc van ban chi dao va hwéng dan vé cong tac
van thuw;

¢Kiém tra, danh gia tinh hinh céng tac van thw

¢DPam bdo co sé& vat chat, ky thuat phuc vu cong tac van
thw;

¢T6 chirc viéc rng dung cong nghé thon tin va ap dung bd
tiéu chuan ISO gooo trong coéng tac van thuw.



To chirc va trién khai cac nghiép vu co’ ban vé cong tac
van-thw — —

¢ Soan thao va ban hanh van ban;

¢T6 chirc quan ly va gidi quyét van ban;
¢Lap ho so hién hanh va ndp ho so vao lwu tri;
¢Str dung va quan ly con dau ctia co’ quan.
e NOo6i dung ctia viéc to chirc cong tac lwu triv
¢T6 chirc va quan ly cong tac lwu triv
¢T6 chirc va trién khai thwc hién nghiép vu céng tac
Iwu triv
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To chirc va quan ly cong tac lwu triv
¢T6 chirc b6 phdn phu trach cong tac lwu triy;
¢B6 tri phong, kho lwu tri theo tiéu chuan tai liéu
dé bao quan tai liéu ctia co’ quan;
¢Ban hanh c4c van ban chi dao va hwéng dan vé
cong tac lwu triv;

¢T6 chirc trién khai va kiém tra viéc thwc hién cong
tac lwu trix.
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_»—T6 chtrc va trién khai thwc hién nghiép vu lwu triv
¢Thu thap va bo sung tai liéu theo dinh ky hang
ndm tw cac don vi vao kho lwu tri co quan;

¢Phan loai tai liéu lwu triy;

¢ Xac dinh gia tri va dinh th¢i han bao quan cho cac
ho so;

¢ Xady dwng hé thong cong cu tra ctru khoa hoc;

¢ Ap dung cac bién phdp bao quan tai liéu;

¢T6 chtrc khai thac va st dung thong tin trong tai
liéu.
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To6 chirc trién khai cac nghiép vu van thw - lwu
trir co’ ban

—

e To6 chtrc soan thao va ban hanh van ban
Xac dinh tham quyén ban hanh van ban
Phan cong soan thdo van ban
Quy dinh vé thé thirc trinh bay van ban

Quy dinh vé quy trinh soan thdo va ban hanh van
ban.
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To6 chirc chuyén giao, gidi quyét va quan ly van ban
dén
- Nguyén tac chung: Quan ly tap trung tat ca van ban
gri dén co quan ttr cac nguén khac nhau.

- Quy dinh ctia cor quan: Moi van ban dén déu phai
qua VT co quan, to chirc, doanh nghiép dé lam thi tuc
dang ky vao s6 cong van dén.

Nhi*rng van ban khéng dang ky qua VT thi co’ quan
khong c6 trach nhiém giai quyét.
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~ * Quy trinh xt ly van ban dén:

Bwde 1: Tiép nhan van ban

Bwore 2: Phan loai sor b6 van ban

Bwodrc 3: Boc bi van ban

Buwéc 4: Péng dau dén, nghi s6 dén va ngay dén ctia
van ban

Bwée 5: Pang ky van ban vao s

Bwére 6: Trinh 1anh dao cor quan, van phong (hodc P.
Hanh chinh)

Bwérc 7: Chuyeén giao van ban

Bwére 8: Theo doi viée gidi quyét van ban
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Mot s6 diém can chu y khi tiép nhan VB dén
¢ Van ban dén can dworc phan loai so’ bo thanh
cac loai:
Loai wu tién gidi quyét trwedc: van ban co6 dau hiéu chi
mwrc do khan;
Loai khéng vao so;
Loai phai béc bi va vao so chi tiét;

Loai vao s6 nhwng khong badc bi.
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“Nhirng loai wu tién giai quyét trwdre: trén bi thw ¢6 cac dau hiéu
chi mirc d6 khdn: KHAN, THUONG KHAN, HOA TOC. HOA TOC
HEN GIO

Nhirng loai khong vao so: thw riéng, sach bdo, cac ban tin...
Nhirng loai phai boc bi va vao so chi tiét:

Ngoai bi nghi tén cor quan hodc gri tht tredng co quan;

Ngoai bi ghi gri cac don vi chtrc ndng trong co’ quan.

Nhirng loai phdi vao s6 nhwng khéng boc bi:

Ghi tén riéng va chirc danh Thu treedng co quan, don vi ( Ngoai bi 6
thé c6 dong dau: NGUOT CO TEN NHAN MOT DUQC BOC BI)
Van ban mat.

Nhirng loai van ban can giir lai phong bi

thw khiéu nai, to6 cdo, nac danh;

Ngay nhan cach qua xa ngay gi;

C6 dau hoa toc hen gior.



T6 chirc gidi quyét van ban dén

¢Tham quyén gidi quyét van ban dén

Tham quyén cao nhat thudc vé Thii tredng co’ quan,;

Thi tredng co quan c6 thé Gy quyén gidi quyét van ban cho
cac Trwong phong chuyén mon (theo chirc nang va nhiém vu
dworc giao);

Tha tredng co quan iy quyén cho triedng phong Hanh
chinh xem xét, phan phoi giai quyét van ban.

¢ To chirc gidi quyét VB theo dung quy trinh va théi han
quy dinh
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* Toé chtrc quan ly va gidi quyét van ban di
Nguyén tac chung: Tat ca van ban do co quan, to6 chirc,
doanh nghiép ban hanh, trwedc khi gtri di, déu phai qua
van thw co’ quan, to chirc, doanh nghiép dé lam th tuc

ban hanh:

Lay s6 dang ky;

bong dau phat hanh;
Lwu ban goc.
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~® Quy trinh xt ly van ban di
Bwére 1. Kiém tra thé thirc, ky thuat trinh bay van ban.
Bwére 2. Pang ky van ban vao so, ghi s6 va ngay thang
dong dau.

Bwdrce 3. Lwu van ban di.

Bwéc 4. Gri van ban di.

Bwée 5. Theo doi viéc chuyén giao van ban.
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Mot s6 diém can cha y vé qudn ly va gidi quyét van ban di
¢ Can bo van thw khong dwo'c dong dau vao cac loai van
ban sau:

Khong ding thé thirc;

Van ban mau chwa ¢6 néi dung cu thé;

Chuwa c6 chir ky ctia nguwdi ¢6 tham quyén;

Khong dang tham quyén;

Do ngwdi ngoai co’ quan, to chire, doanh nghiép mang dén.

* Khi khong dong dau, can bo van thw can néu ly do dé can bo
chuyén moén hiéu va lam lai. Khi cdn thiét, phai bao cao lai cho
lanh dao Van phong, phong Hanh chinh.
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5.4. To chtrc quan ly va gidi quyét van ban ndi bo
¢ Van ban ndi bo la van ban do co' quan ban hanh va
lwru hanh, s dung trong ndi b6 co’ quan.
¢ Co6 2 loai van ban noi bo:
Vdn ban ndi bo ban hanh dwéi danh nghia co’ quan, t6
chtrc, doanh nghiép, dwoc soan thao va ban hanh nhw
van ban di va ti€p nhan, gidi quyét nhw van ban dén.
Van ban noi bd do cac don vi soan thdo va phat hanh
dé thong tin, truyén dat, xin y kién trong pham vi noi
b0 cor quan, to chirc, doanh nghiép thi khong dang ky,
lay s06 va déng dau phap nhan ma quan ly tai don vi
soan thao van ban.




. B
5.5. TO chirc gidi quyét van ban mat

¢ Quan ly van ban mat phdi tuan tha theo nhirng quy
dinh ctia Nha nwde. Khi soan thao va ban hanh van ban,
tha tredng cac co quan, don vi c6 trach nhiém xac dinh
murc d0 mat ctia théng tin trong van ban.

¢ Gl van ban mat

¢Nhan van ban mat
¢Thu hoi van ban mat

¢ Giao nhan van ban mat
#Van chuyén van ban mat

¢ Lwu gitr van ban mat
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* Thém phan Quy ché bdo mat 77?77












